PRINTING PAGE NUMBERS

Step 1: Print out the material (eg, student handouts, PEs etc) that will comprise your UMO Module Handbook (note that the on-line package is a generic course. It is intended that this course will be modified to suit local requirements).

Step 2: Arrange the pre-printed pages (single-sided) in numerical order for printing the page numbers (note that for most printers this will require the pages to be reverse side up [ie printed side down]).

Step 3: Open the 'Printing Page Numbers' document.  Select print range (eg from 1 - 400 see below) and click on the 'OK' button.  This will print the page numbers on your document (odd page numbers printed on the right hand side of the paper, even page numbers printed on the left-hand side).
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Step 4: Insert the single-sided copies into a photocopier to make double-sided copies - all page numbers will then be on the outside edge of the document (ie the edge opposite the spine).

